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MEMORANDUM FPOR: Special) As:istw .t Lo the ‘oting Deputy Director for
Central Tulalll, wﬁm

FROM s |
‘nieT, Terirol Ovision
THROU X s Acting Director of Porsonpel
SUBJECT i Ferm bilp, cuels nione Update and Releted qualificatiing

Recprl otiviy

1. (U/ATU0Y In resporse ‘o vour recent request, there is provided
the purpose and gesmeral in‘orms' lon sbout Torm Lllhn, "malifications Updat-,
Also, because of the Form -l -elaciorship to malifieations Analysis
Branch activities, there 11 v g further regqueated, information
pertinent to qualificetionn oopd ! the preparation of blographic pro-
files,

Ao Porm bbhn, coalifiestions Update (and the (ualifications
Record System):

The (ualiticetions U
purpose of chteining |

Jate, Form hibkn, 18 for the

nal and professional information
from Agency =uh’ see hw ahanged since initially
provided in the erscasl lsiory Otatement or previocusly
updated, Bwplovees, o “hads m initiative, may corplets
and submit the forms aayilse they believe there 458 in-
formaticon $o be added or chengel. As 8 reminder of this,
a statement 18 srinted oa the Pitness Report fornm,
Complated forwe are ailal Lo the Office of Personngl,
where the fualificatiocn: ‘nriysie Branch {QAR) has the
responsibility of plicing eppropriate information in the
Agency cualification: Tecord System (oRS). Form Whhn
only supplsments a prércribed independent manper for
pericdically ur *whw H‘*m soalifications record of emploveesn;
it facilitates ani e e opportunity for reporting
changss, especinlly o7 noa- 10k related nature,

The primu:-s =gthst Tor upietiag the JHS operates
automatically ‘n thet mwlvste of the Coding SBection of
QAR utilite s nypter of cosputar produced name llstings
to eall up Official Perscnnel Polders for cycled reviews.
The GRE pernits the recording, f1ling and retrieval of
biogrephic datn, sxperienee, elucation and special qualifi-
eatione of Ageney e ployees. Storsge of this information
15 in coded fors enctline rapid retrieval by high epeed
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Yorm Whln, fualifications Undate and Delated malifications
Racori Ackivitien

eomputer, With isplsrastatios, 1p Hovesber 1974, of the
computer call-up of 7' v the malifications updating,
the practice of recor las the mudber of Forms 4hn recelive!
was dircontinued., T lant racording, however, shows that
during FY ~ 1973, Toras bhip were coded by Q4B. The
peher of Forms wiln complebe! will vary, of course, but

& current minimes spprocioetioza of rveceipt would be [ |

annually.

fmalifications Coling =1 dorraphic Profile Produetion:

Attached ars epomtiztlez o7 wweliTications coling
sccomplisbed luring 1773, 3570 and 1977. Additionally,
there iz given o the amowr perdods, production of the
Biographice Profiie Se-bLlan of odl,

A Blographi~ iro lls i a digest of basic personnel
data prepared by tha OITice ol Tersonnel im standardized
form from offielel pe-szael records. Profiles are used
by supervisors, opera’ ing of7ieials, and Career Services
in forpulating snd implasarting Jecielons eoncerning the
utilization snt lovel: 57 the indieidnsl, The Profilse
supports various progams activities of the Agency
such &8 the comp-titdve prowction program, reassiznment
of personnel, selinction 3 iniividuals for training, anl
career dewvelopmend,

Along with analy-ing on’ codine of qualificatioms,
pesbaers of the Unding Besotion partisipate in the identi”i-
cation of those smploess best mualified to weet currvent
or anticipated oparaticssl vequirements; also, produce
reporte of gualiications jsta, as needed, by suthorized
Agency offieisls. The iz raphle Profile analysts in
eddition to preparing the Porm 1200 proflle, have prepared
parrative profilcs whieh were Pormed into & book displaying
principal offieinls o 714, snd meke special proflles used
for parposes of intreivelion,

Enhancemant sctivities:

Signiticant to the solivities of sualifications
coding and the proparatiss o blographic profiles is the
currently on-zoing devreiogrent of a cosguter program
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ATMINICTRATIVE - PORRNAL USE OBLY

Form bhhn, oualificetiens [pista nad mmwmm%ium
“ecord Activitles - :

iy N " F . ) ) R . ""' i “{ " cy
called rperat lon of the :h?m wilt |
amm%*m@ of Tarsornel and Offios of Training.

wi 1_1:‘ ‘ lear-text printouts by ter of the - -
ﬁaﬂm& (3%&” ?r;m an? runlifieations skxills/specinlties’
recordsd for each amployes snd maintained in the %ﬂﬁv
qualiffcations Record Uyster) 2120, the recording el to
control of langvage skills data and proficleney sul 4
R requirements; and, an iritisl tnterim mini-type O
computer profuoed hisgrephls profile.

e clepr-text swesry woull be ﬂiutrﬁhutea smmelly
%0 %m so}itiein: their valldation of the mteg:l
or ipdfcation of errers of omlssion or comnigaion. ™ ]
sction would result i nore accurste end neaningful ;
formatica svailshle for punagesent purposes, snd provide
eployess & knowledre o vhat resides in the ORB sbout
tham,

The advantase of somputer produced blographic ;ro:;gma
13 cbvious - manunl pathod of produetion is too népwm nd
dces not ensble resching n level assuring wm;d at ﬁe
all employe#s. & conguter produced profile whould prov
updated date at 211 bimas,

A1l extoset ctatus (perscnal) information
from the rodect, cnl speclalty dets {sxi11s) -
m the qualifications nmrentory File. Display of ;19173
dats in a prorfile should repult in August/Septenber 7.
fistory of Arsfsreestc and promoilons will come from | ;
Ceneral Ardilves Progjoct (GAr -- in dsvelopmental atege!

ol I ., 1?;%%% W Sreten for iﬁu is

mmm%‘m late 2679, )
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Annroied EGTER

y . ROUTING AND RECORD SHEET )

SUBJECT: (Optionall oy Wby, Quallfncaflons Update and Related Quallflcatlons Record
Activities

FROM: EXTENSION | NO.

STAT | | [ e
( “ChieT, Control Division OATE 30 January 1978 STAT

TO: (Officer designation, room number, and BATE i . ;
building) OFFICER'S COMMENTS (Number each comment to show from whom

__ INITIALS to whom. D i s col £ h .
RECHIVED ™ | FORWARDED wi raw a line across, column ofter each commen )

!
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